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Chief, FI DATE: 21 July 1953
Chief, General Services Office

Records Survey of Records Intepration Staff and Western Hemisphere
Division

1. There is forwarded herewith ten (10) copies of the
Records Survey conducted by a survey team consisting of|
Chief, Records Management and Distribution Branch, and

[Chief, Records Services Division, General

Services Office,

2., As you are aware, this survey was conducted with some
restrictions as to the examinntion of certain tvpes of communica-
tions and review of actual file material. It is not believed,
however, that these restrictions have in any way deterred the
over-all concept of the survey with respect to an adequate
records program for the DD/P, Our recommendations are sincere
and objective., The savings are estimates only and may increase
or decrease as experience indicates in accomplishing each installa=-
tion, should the recommendations be adopted. Qualified representa-
tives of the General Services Office will be available to discuss
the findines and recommendations with you or your staff at your
convenience,

3. To assist you in an evaluation of the findings and recommen=-
dations of the survey, it is recommended that you forward copies
of the survey to each area division and staff activity under DN/P
for review and comment. I believe that the results would be
beneficial in connection with the-evaluation of the survey itself
and also of valuzble assistance in determining the future direc-
tion of the records proeram and the requirements of the various
DD/P activities,

h. I want to express my pers~nal gratitude for the splendid
cooperation which you and the personnel of the Western Hemi sphere
Division gave in assisting us in the completion of this survey,

25X1

25X1

= SECRET .
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SUMMARY

I. CFNYRAL

- The common demeninator cf a Records Management Proecram ic the stardardizetion

~f metheds and procedures, BRacic to the success of a records precram is the

orcanizational crncept required for the effic®ent menarement of rec~rds, To be

- truly successful in carryine cut the prorram a "hlueprint" for it mus* he nrepared
in advarce in order to aveid dieression in the estahlishment of useless arnd
inefficient procedures ard reccrds, For many years, the trerd has been toward
the centralization of records hecause it was felt that the establishment and
ohservance of standards and actual accomplishment of the djsposition of inactive
records ceuld hest he realized hy this means., However, results have now proved
that this eccncept had many shortcomines which nltimately defected rather than
served an efficient proersm. These included duplication of central records by
opersting offices; incorrect indexing and clascification of Tile by filing
personrel forecastine nredable roference use, incervenient locaticn cof files for
dajly nee~, cericus delays in procescing incoming =n? outeroine mate~ial, delays
in resporiing to remucsts for relerence materinl, inability of the c~nt:rn2l facility
to aickly locate end ohtein reference material fer users in other activities,
failure of overating office to return files within a reascnsble time; the remcval
of neartinent napers frem the files, -nd many other problems toe numerons to
mention,

Recause of these factors the theory of centralized files has deteriorated ard
now the trend is in the direction of Aecentralized processine and filine with
c~ntralized centrol on a staff bhasic, The staff standardizes the systems and
orocedures, and directs, suprrvises, and surveys compliarce with the prescribed
stardards, .

Tn addition, rapid crowth ard increase ir volume (1407 increase from 1950
to 1082 in RT) will =2lways lead te the Aecentralized methed of aperation. The
facts frurd in this survey, and the careful ccnsideration of the problem has
led us te the same cenclusion, 2nd decentralized files with centralized control
serves as the foundotion of the recommendatiors of this report.

TI. FTMDTNRS

The imnortance ard value of the Centrnl Index has, anparently, over the past

- few years led Lo the expansion of RT and the a”dition of functicns te that Staff
from time to time as individual nrebrlems srose., ‘Indcubtedly, the planning of
errtein control ard other centrali~ed functions temporarily solver the preoblem
when the orearivation was emall, compact, 2nd when to say the least it was
difficult to conceive of the volume »nd scone of DN/P overaticns, and therefore
Aifficult to anticinate, cemprehend and foresee the complexity of the evertual
records problem. Priefly, the “indines of the survey team were:

‘mreasonable Aelay in delivering irncemine nouch material to area divisions.

A,
(Cee Pape 19.)

i1
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B. The processing of incoming and outeoing documents by RI is ignored by
area divisions and the filing preclassification of documents is not
followed by area divisions. (See Page 37, paragraph a.)

C., That the reference service of RI is inadequate and cannot be made
adequate under the present system. (See Pares 38 and 39.)

v D, That there is a lack of uniformity within DN/P of procedures for indexing,
) filing, and maintaining of records, and therefore "prop" records of
miscellaneous varieties have been established., (See Page 37, paragraph a.
and Pare LbL.,)

E. That consolidation in RI of information on a given personality or subject
matter is delayed for long periods thereby necessitating unreasonable
delays in collecting data for reference purposes. (See Psre L1.)

F. That the records personnel and activity is centralized in RTY, although
a substantial portion of the records are in WH and the same is probably
true in other area divisions and staffs.

-G, That there is no apparent effort to control the creation of records.

H., That there is no standard nor procedure for the disposition of records,

I. That reference material withdrawn from RI is frequently retained by
the operating divisions for extended periods,

J; That 0SS records have been withdrawn from RI and no concerted effort
is being made to recall or maintain them,

. K, That there are needless delays in preparing summary memoranda in reply
_to requests for name check information.

L. Briefly it may be said that the present record keeping methods will
eventually lead to an unmanaseable problem with definite limitations on the
use and therefore value of accumulated records,

ITT, RECOMMENDATTONS

In order to establish and operate a successful records management program
within the DD/P area it is recommended that the following action be taken:

A. Abolish the existing RI Staff.

B, FEstablish a Records Services Staff (£ employees) under the CA/DD/P to
prescribe and maintain uniform systems within DD/P in Washington and in
the_field, for the.creation, maintenance and disposition of rrcords; to
study existingz "prep" xrecords, and standardize on the most useful and
effective types; to determine those records which can be better maintained
by the use of electric accounting machine technique; to select, train

and asrign records personnel to area divisions and staffs under DD/P as
well as field stations; and to conduct periodic records surveys; and to

iii
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supervise the followine activitics:

25X1

1, emplovees) to maintain
the central index facility, consisting of':

(a) An alphabetical index file of persenalities an? subiect matter
on 5xf inch cerds, containine summaries of Field Reports.

- (b) 1 file of all Field Reports mairt-ired in numerical ceqgu-nce
by field station.

(c) A complete set of Aisseminated reports filed numericnlly by
Aigeemiraticn pumber, and cross referenced to Field Reports,
(Note: An sdminictrative replation should be established that
files may not be removed from this facilitv, in order that »
ref:rence material is crrstartly available.)

2 empleoyees) to 25X1
A5 =tribute reeulations and notices to M/P activities,

25X1

7, | kmploveps) to pick up
and Aeliver mail hetreen ~taif »rd Aivieion rrgictries (file statfon).

L. employeres) ‘o perform 25X1
AntiAs in cornectr on wi T A0MLTiSLrAaty arT control of code

desipgnations in CIA, 1nc’aﬂjrv neeudonyms, ellaShs, cryptonyns, and

speeial indicators,

C. Tstablish resictries (file stations) for each staff and area division
under DD/P,. Area division reristries (approximately | | 25X1
1 [::::::]for each of the other ¢ area divisions) will: ’

1. Control apﬂ nrocess incoming and outgoine vouches.
2. Maintain the followine files:
{a) A siened copy of rach pouch manifest,
(h) 2 cory of oneraticnal reports =nd reccrds,
_‘(c) "ield Reports filed numerically by field statien,

(a) ‘Aministrative records,

“

(e} Carle file

(fY 5 C™ file on 5xf cards centaining information summarired from
Field Reports.

{#) Top Secret and indicator Accuments file.

3, Preprre duplicate conies of T cards See parasraph C-2-(f) above.)
for the Centrr1 Index Sectioen.,

Bl

iv
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i, Prepare replys to reguests FoF R infermatior.
5. Maintain Vital YMoterials Program,
£, Dispose of inactive material to the CIA Reccrds Center,
7. Interral Aictribution of mail.
D, That subject to survey of the reanirvementc of staff activities, thet
staff recistries (file staticns) omploye~s each) he establirhed 25X1

for P¥, FT, PPY  TSS, and DDP/fdmin. | employees - total)  25X1
to:

1, Mairtain such files as are required to he maintained to he later
determined by survey ard study,

2., Te act as liaison to the 25X1

3. To maintain the Titrl Materials.
i, Te Aistribute mail irternally.
5. Tn Aispose of inactive files to the UT* Records Center.
F. Transfer the responsibility for maintaining the 085 Archival material
to the Records Manasement and Distribution Branch, Records Services Vivision,
Gieneral Services Office.
F. Investipate the possible use of a secure teleantoeraph cr teletype

circuit for ranid anAd eecure transmiscion between the nropoced registries
1 and the | |

¢, The above recommendations represent justifiable duplication as the
utilization of records is on 2r area and a rlobal bhasis. To eliminate cne
.in favor of the other weuld five rise to those conditiecns which exist today.
fowever, according to the cencepts recommended all of the actual nrocessing,
except duplicate filire,would be d-ne in the area division regirtrics,

- IV, DMPITYFNTATTION OF RECOMTITATICNS

If the nbove recommendaticns are adopted, it is recommended that:
. A, A trial installation he made in ¥4 Division.

B, Thet after completicr of (A) above, installation be made in a staff
activity,

C, That thereafter a schedule be established for installation in divisions
and staffs,

D, Personnel of MN&N will assict in each installatior as renuired,

RECOET
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Seenrity Totrration
V. FSTTIITED SAVTICG

It is .estimated that the following nersonne

1 will he renuired to implement
the recommendetions ma”e herein: - Hpen
WH Division
) Other 2rea Divisions - Total
1
Staff Activities
Records Services Staff
Total
L4
Present RT Ceiling vositions
Pequired for this plan nositions
Nj fference pecitions
1 The above represents a savine of ositieons |
1 | [er 2 total of “F09,100,

It must be emphasized that these savines are estimates only, and are subject
to review and andit after the installstinn has beer completed, Cther savinré
will be realized thrrurh avoidine the purchase of equivment an?d =an hours
saved under the proposed new svetem. However, all savines can he only
accurately determined after the instellation is complete,

vi
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SECTION I - AUTHORITY rORl THE SURVEY AI'D THE OBTICTIVES
OF THE SUTWIX

1. Authorit At o meeting on 9 Ssptember 1952 eonducted jointly by
25X1 DD/? and| |

25X1 | | Chief, Genercl Services Cfficc, it was mutuzlly c-reed
that o team of General Sorvices personncl would exnmine present
ID/P Registey procedures and male recom:endations as ap ropriate
for the improvement efficiency and service., A subse-
25X1 quent agreement with Chief, Foreign Intelligence,
broadened the scope of this assignment to include similar exmmination
in the activities of the Usstern Hemisphere Division,

2. 0Objectives. The Rgycords lanagement survey team from the General Serv-
ices Office was generally guided by the original avthority as stated above.
However, with the adcition of the Testern Hemlsphere Division to the survey,
there was a broadening of objectives to include the ewveluation of other
records management techniques. This included an exemination into the use
and location of records and records facillitiss and, to some extent, a
preliminary evaluation of records created and collected by the Western
Hemisphere Division. As a consequence the primary objective was concerned
with the overall records management progranm,

3, Adtivities. The activities of the survey tean included the followinrcs

a. Review of DNeeords Tnterrction Staff proceduresy

b, Review of THD ®2il and rocords proceduvrses;

¢. Review of selected documents maintained in the RI file room;

d. Review of selected documents maintained in WHD;

‘@, The takine of an inventory of the reeords sccumvlation in D
(an inventory of TiD records maintained 'n RI was furnighed

~ the survey team by the Chief, RI);

?, Conferences and discussions with Division and RI personnels

~ SEGRET

el - Security | Information
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SECTION II = FUWCTIONS, PROCEDURES, ORGANIZATION
AND PERSONNEL

1. BRecords Integration Staff

Functions

a, Provide facilities for the centralized prosessing, collation,
integration, maintenance, and operational servicins of all
reports, correspondence, communications and information pro-
duced or received by the DD/P offices.

b. Receive and dispatch all reports, correspondencs, commnications
(except those transmitted electrically), and information, as
well_as other types of materials for the offleces under the pD/F.

II WOILOES

¢, Receive and dispatch all incoming and ocutgoing pouch mail for
entire CIA,

d., Establish and operate reguired analytical and processiny nro-
cedures,

e. Tlevelop and maintain CIA cryptic reference system,
£, Maintain the DD/P Top Sscret accounting system,
8o Haintain and operate & central registry.

h, Prepare summary memorandum replies to name check requests re-
ceived from other CIA office awnd government agencies,

i, Administer the CIA vital documents and records management proe-
grams within the DD/P organization,

Train headquerters and field persomnel in RI records techniques
and procedures, :

[N
Q

Orgenization and Personnsl

There follows on Pagse 5 a chart showine the organizational structure,
the distribution of personnel by sections, and the classification rrades,

Procedures

The general procedures for processing doecuments throushout the varioug
organizational units of the Records and Integration Steff are shown on the flow

charts on Pages = 6=11
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Procedures pariinent to each orranizetlionmel vnit of I are shoun with
statement of the functlons of t"2 respective or~anization to which they
pervain, beginnins on Tare Z,

Personnel

Humber of Positions, 0ffice of Chiefl

=
'
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2. Cryptic Reference

: F‘unctiqns

a8, Administer and control the initial issuance of all code desige
nations in CIA,

b, Develop pseudonyms, aliases, cryptonyms, digraphs, and special
indicators used by agents and staff persomnel for the divisioms
and gtaff offices of CIA,

Cc. Asgsign pseudonyms, aliases, non-sensitive cryptonyms and special
indicators to CIA offices,

d., Maintain central cryptic reference records,

e, Coordinate non-gensitive cryptic reference files in other offices
and ffpreign divisions with those of RI,

f, Coordinate all symbols used by DD/P staffs and divisions for
correspondence numbering and recording systems,

g, Enforce all CIA and ID/P cryptic reference regulations and report
infractions to proper authorities.

Procedures

a., The cryptic reference file consists of approximately 35,000 cards
and is.mintained in the following manner:

. l. Blue cards indicating real names of individuals, organig-
ations, and projects,

. 2, White cards indicating aliases, pseudonyms or cryptonyms.

3, Salmon card when true identity is not known in[ | 25X1

1. | |(only alias, cryptonym or pseudonym is
kHM)o

b, Cards of identity are not maintained on highly semsitive or covert
operations, agents and contacts, In such cases, the cards of iden-
tity are maintained in the interested foreign division, For the
purpose of controlling these exceptioms, thf:l_

Staff assigns digraphs to the various operaticnal segments, The

digraphs must always become a prefix to the code word used by the
diViSiono

25X1

¢, This card i‘iie is also maintained by the Signal Center, It is under-
stood that this file is complete in all detail,

Persomel

Approved For Rele : P0211R000900180001-1
Number of Positions, 25X1




Approved For Release 2006/04/13 : CIA-RDP70-00211R000900180001-1

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900180001-1



CHART !

. INDICATOR AND OTHER SENSITIVE OPERATIONAL PAPERS
2 HEADQUARTERS COMMUNICATIONS - SPECIFICALLY ADDRESSED

g TR WE WM W WE W R % WM WL NR UM G5 AN BE EE N W WE GM ER M MR W SR
[ 4

25X1

5 ECRET

OoN
SECUR\T A \NFORMA’\’I

or Release 2006/04/13 : CIA-RDP70-00211R000900180001-1



25X1 Approved For Release 2006/04/13 : CIA-RDP70-00211R000900180001-1

Next 4 Page(s) In Document Exempt

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900180001-1



g

Approved For Release 2006/04/13« QF§RE{0-00211R000900180001-1
| ' Qecurity Information

3, 25X1

Functions

a. Keep a record of the distribution of all documents for circulation
in the DD/P complex.

b. Receive and initially route| [material. 25X1

1 c. Dispatch| |material.

d. Provide messenger service,

Procedures
—S e

a. With few exceptions (Top Secret and specifically addressed communi-
cations) this section opens, indicates initial routing, prepares
cover sheets and assigns serial numbers to| [material 25X1
for circulation and action in the DD/P complex. Logs are main-
tained for the serialization of documents and reflect the source
of the material, i,e., documents received from the Department of
State are assigned serial numbers preceded by the symbol DST;
those from the Federal Bureau of Investigation are assigned the
symbol DFB, etc,

b, The record of the distribution of all material, | pouch,  25X1
is exercised through the use of the seventh copy of Form 35-31,
Abstract File Slip. The classification code and field symbol is
placed on this form by instruction from the| | In 25X1
addition, the initial designation is indicated on the body of the
form and is filed alphabetically by field station or source symbol,
numerically thereunder. If additional routing is determined neces-
sary by the various geographical and functional divisions, it is so
indicated and returned to the | for con.  25X1
trol purposes and to be dispatChed to the additional indicated re-
cipients., By consulting this file of control cards, it is possible
to locate any document in circulation after its receipt in RI and
prior to its delivery in the file room, When the material is re-
turned for filing, the control card is destroyed,

Cce Domestic material leaving the office is handled by this section.
Courier receipts are prepared by the office originating the material;
1 the | |is responsible for its safe delivery
to the CIA courier for delivery to the appropriate agency. The
material is checked for attachments, security considerations, etc,

Personnel

Numbers of Positions, 25X1

SEGRET
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a,

be

Co

L. 25X1
Functions
The is responsible for the receipt and dis-
patch of all pouch material between headquarters and the field.
Procedures
‘ Receipt
a, The pouch is opened upon receipt and its contents checked against

an accompanying manifest, If all items listed are accounted for,

a copy of the manifest is signed, dated and returned to the field
station. A second copy is maintained in this section and the third
copy is attached to the material covered and sent to thel 25X1
Section,

Top Secret documents, indicator material, Kapok and other material

for special handling is removed from the pouch prior to transg-

mittal to the| | Top Secret documents are delivered
unopened to the } Kapok and other specials  25X1
are delivered without normal processing to the addressee,

Dispatch
In carrying out this ftmcflion, two logs are maintained: (1) con-
secutively assiegned serial numbers for identifying individual
items in a pouch, and (2) consecutively assigned serial numbers for
identifying pouches, Divisions are assigned serial numbers for idenw-
tifying specific documents as required and as needed, Control is
exercised by this section,

In addition to the mechanical preparation of material for dispatch,
some editing is performed. This process generally involves the
assurance that security requirements have been properly adheregd to
and that the number of copies and attachments are as specified,

The requirement that pouch manifests be signed and returned is
strictly enforced, In the event that a signed manifest is not re-
turned promptly, the interested division is notified of the apparent
delay and follow-up action is takem,

Personnel

Number of Positionms,

25X1

-13-
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5. 25X1

Functions

This section provides for centraligzed review and initial processing
of all reports, correspondence, communications and information produced
or received by the DD/P organigzation.

Procedures

-

a, Except for material that is labeled for special handling, docu=-
ments are completely processed prior to delivery to action desks,
which action provides for the preclassification of incoming ma-
terial,

b. The clagsification plan is basically geographic-numerical in that
all subject matter is segregated by geographic areas and that
numbers are used to represent subject matter categories within the
various areas. Also, names of individuals may be the subject of
reports and other documents, In this event, a number is used to
represent the subject rather than the direct use of the name,

ce The case book furnished each analyst is divided in the following
manner:

1. A list of world countries with their numerical repre-
sentatives, which constitutes the primary category for
coding documents,

2, A list of eight broad categories with their
numerical representatives, which constitutes the second=

- ary category.

30 A listing of files in use that fall into any one of the
- eight categories listed in (2) and rules for opening new
files in these breakdowns; their mumerical representatives
constitute the tertiary category and are referred to as
case files,

L, Finally, documents placed in a file are given a serial
number, which number is used in servicing operations,

d. Using the procedure described above a document processed in RI would
be coded in the following marmer:

25X1

e vl -SEGRET

R Security Information
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25X1

e. In coding documents preparatory to their placement in the files,
the analyst studies the document to determine its subject matter
content and further determines the most appropriate case files in
which the document should be placed. Codes are placed on the docu-
ments in accordance with this determination, Following this pro-
cess, the various finding aids are indicated through the use of
colored pencils and generally constitute cross-references and in-
dex cards that are filed in the Master Index. Pertinent descrip-
tive detail of documents is also marked and is used in preparing
the Abstract File Slips (Form 35-31).

f. The placement of papers in the personality (201) files involves
the assignment of a number for each such dossier prepared, For
this purpose, the analyst maintains a list or log of rumbers pre-
viously used and each new dossier receives the next comsecutive
number, An index card is placed in the Master Index for reference

parposes,

g. Cover sheets are prepared in this section, On this paper is
placed the routing, the title of the document and its code.

h, In carrying out the classification function, the analysts are
assigned to specific geographical divisions and process only ma-
terial specific to that division, Analysts are constantly in con-
tact with their area desks and, without this guidance, the classi-
fication and indexing of documents would be extremely difficult,

Persormmel

Fumber of Positions, 25X1
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6 | 25X1

Functiong.

Serialization completes the technical phase of preclassification and
is performed in this gection. This section receives in and out documents

from the

|and assigns symbols and serial numbers to docu-

ments,
ical log

eceilves and processes copies of disseminations and keeps a numer-
of them,

Procedures

a,

Pergonnel

The file of Abstract File Slips, Form 35-31, is maintained here
and is used to determine the number of items previously serial-~

ized. When a document is processed, the next unused number is
assigned,

Two files of Abstract File Slips are maintained. One is arranged

alphabetically by source symbol and numerically thereunder, the
other is arranged by RI code.

Number of Positions, 25X1
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7. 25X1

Functiong

This section is responsible for preparing all finding aids indicated
by the analysts.

Procedures

a. Typists are orvanized on a geographical division basis for the
performance of this task.

b. The Abstract File Slip, Form 35-31, is prepared here and is dis-
tributed as follows:

1., The first and second copies are sent to the Numbering
Section,

2. Four copies are attached to the document when forwarded
to the area divisions.

3. The seventh copy 1s sent to the 25X1

¢. Cross-references and name index cards are also prepared in this
section, Cross~references are sent to the file room; name index

cards are sent to the| | and 25X1
the documents are sent to the appropriate division with Form 35-31
attached,
Peprsonnel
Number of Positions, 25X1
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4 ' 25X 1

Functiong

. It is the function of this section to maintain and gervice the follow-
ing types of documents physically located in RI:

a. Subject Matter Files (Country) - This file generally consists of
correspondence, field reports, CS reports gnd related and support-
ing documents, It is arranged in accordance with the basic geo-
graphlc-numeric-serialization plan in use in RI,

b, International Files (200 Series) - This material is the same as
the above except that it is international in scope and is used to
maintain papers in this category that are not specific to any one
country,

c. 201 Files - This file consists of field reports, CSDB reports, re-
lated and supporting documents which pertain to personelities in
which the office has some particular interest, and retired agent
files, The material 1s filed in individual dossiers which are
consecutively numbered,

d. General (100 Series) - This file eonsiste of correspondence and re-
lated paepers dealing with, or originating in the United States,

Progedureg

*

a. General Handling of Material ~ When record material is received in
the file room, it is checked to assure that it is completely proc-
essed. If further processing has been indicated by operstions,
the material is forwarded to the appropriate section in RI, Ma-
terial ready for filing is placed in a pending file. This activity
organizes the material in numerical order and facilitates placement,

b. Servicing RI Documents - To request and obtain a document from RI
files; it is necessary to know the file number of the document re-
quested, It may be obtained by the following methods:

1. Searching the Abstract File Cards maintained in the Number-—
ing Section.

2, Searching the Master Index to obtain the key to verson- 25X1
alities and subject files.

3. Searching the cards maintained in the
ro : sbction if the material is still in ciFculation.

C. Charge-Out System - This gystem involves the use of the legal size

- SEGRET
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card of pasteboard stock equipped with a small pocket., In this
pocket is inserted a duplicate copy of a charge-out form. This

- ecombination replaces the document removed from the files, The
original copy of the charge-out form is filed at the charge desk.
Both are cleared upon the return of a document,

Personnel )

Number of Positions, 25X1
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9. 25X1

Functiong

It is the function of this section to reprocess documents, and in such
a manner that more adequately meets the needs of operating officials, i,.e.
change the classification from a subject category to a personality (201)
category. Requests for such actions are generally initiated by the foreign
divisions and is performed after action has been taken on documents and are
ready for filing or have been filed.

Procedures

a. Any change or alteration in classification involves the re-doing or
modifying of the tasks performed by the| | 25x1
1 | | Specifically, a change in the classification of
a dooument involves the following:

1. Actually changing the code of sach page of the document on
which it was placed in the first instance.

2. Replace or modify the two Abstract File Slips held in the
bnd prepare a new Abstract File Slip

(201).
3. Change all name index cards placed in the Haster Index.
4., Change all cross-references and other finding aids.
b, Reprocessing involves two specific categories:

1., Retired Agent Files - This material was originally classi-
fied as "operational® and appropriately coded in this
category., The entire category is processed on a restricted
basis in RI because of its sensitive nature, As sensitive
projects and/or agents become inactive or less sensitive,
the documents are forwarded to RI by the [oreign division
for complete processing. !

2. Consolidation of Material and References on Personalities
that are of Particular Interest to the Office - This action
involves searching the Master Index to determine all refer-
ences, withdraw the referenced documents and reprocess a
them., In some cases, entire documents are placed in the
newly prepared dogsier, In other cases, duplicate copies
are made., In still other cases, the pertinent information
is extracted or simple reference made to a document,

Pergonnel

Number of Positions,l 25X1
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10. 25X1

Functiong

It is the function of this section to maintain and service thre Master
Name Index., It is also responsible for preparing replies to requests for
name check information,

Procedures

a, The Master Index consists of 3 X 5 cards arranged alphabetically
by subject, individual, and organization., This index provides
reference to record material processed by RI., Cards are actuallf

n -

25X1

prepared by the | bpon instructions from the 25X

Section or by the Typists in the hpo
struction from those analysts.

b, The preparation of correspondence is an auxiliary operation to the
primary function of RI, Requests for information on personalities
originate in the Inspection and Security Office/CIA, Department of
State, Department of the Army, Federal Bureau of Investigation,
Department of the Navy, and other Federal departments. The oper-
ation involves searching the Master Index for references, the re-
nmoval of the refersnced documents from the files, and the prepar-
ation of memoranda giving the pertinent information contained in
the documents. Generally, only derogatory information is requested
and furnished; the Office of Inspection and Security, however, re-
quests and is furnished complete biographical information. Memor-
anda prepared are reviewed by foreign divisions which involves
minor editing and to guard against the ineclusion of sensitive in-
formation and sources.

Pergonnel

Number of Positions, 25X1

. 5~ SECRET

" Seeurity Information

v

21~
Approved For Release 2006/04/13 : CIA-RDP70-00211R000900180001-1




Approved For Release 2006/04/13« QE{J%TO-OON1R000900180001-1

Security Information

11. 25X1

Fungctions

This section is responsible for processing and maintaining Top Secret
docuients for the DD/P.

-

Procedures
a, Materlal is logged and handled in conformance with CIA secur{%y
regulations.
b. The analysis, numbering, and filing of documents is performed in
eggsentlially the same manner as they are performed in thoge respec-
tive sections,
c. Name index cards are prepared and filed in the Master Index,
d. Abstract File Slips are prepared and filed in the| | 25X1
and cross-reference forms are prepared and placed in the appropri-
ate file indicating that the material is held by the 25X1
Section,
Personnel
25X1

Number of Positions,
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12, 25X1

Functions

It is the responsibility of this section to maintain and service
record material in its custody. Gemerally, this material was created or
collected by the Office of Strategie Services and consists of some of the
records of the business offices of that predecessor agency, some field
station files and, to a lesser extent, some substantive records.

Procedures
a. The material is catalogued, serialized and name index cards pre-

pared upon receipt. The principle user of this material is the
lof RI in the performance of

the name check function.

b. There is an estimated 5,000 cu. ft. (16,500 Archives boxes) of
records currently maintained by the section,

Personnel

Number of Positions, 25X1
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25X1
15.

Functions

It is the responsibility of this section to reduce to film all paper
records which come under the criteria of the CIA Vital Documents and Records
Mansgement Program,

Procedures

It is the responsibility of the various segments of the Clandestine
Services to determine records and materials that are wital to their onaratin H
ctual processing of the material is accomplished by the 25X1
Vital materials are generally reeceived from division fIles, promptly
processed, and then returned to the appropriate division.

Personnel

Number of Positionms, 25X1
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16, 25X1

Functions

This section is responsible for the initial and supplemental distri-
bution of all DD/P and CIA regulations, notices and other issuances within
Clandestine Services,

The Publications Control Officer, DD/P-Admin. furnishes a check list
to this section for the distribution of all published material,

Personnel

Number of Positiona,| 25X1
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17. Western Hemisphere Division

Functions

a.

Ce

This division is responsible for administering the foreign intelli-
gence function in the Western Hemisphere of the world. Placed st
strategic points in the area are field stations continuously ex-
ploiting covert sources for information of an economic, political,
military and scientific nature and personalities associated with
these subjects. This information {s transmitted to headquarters

in field reporte, These reports are rewritten at the division level
and disseminated to other segments of the CIA and to other agencies
of the Federel Government,

The information contained in these reports that pertains to person-
alities is of extreme value to the division and other segments of
Clandestine Services in carrying out their functional activities,

It is used extensively for evaluating personnel that have potential
or real value in the collection effort; it is used extensively in
planning and mounting operations; and it is used in counter-espionage
activities., In addition, it is used to prepare summary memoranda

in reply to requests for name checks from other segments of CIA

and other Federal Acencies,

Because it is necessary to employ people to collect this information,
to put it in the hands of appropriate users and to safeguard it;
because it is necessary to furnish these people with facilities,
supplies and working space and because these people have to be com-
pensated for their services, there 1s created as a result of this
collection effort, different types of papers., These papers gener-
ally may be classified as administrative in character. They are
specific to the Western Hemisphere Division and are of little or

no value to other segments of Clandestine Services,

Another type of paper record is created as a result of this collect-
ion effort that is generally referred to as being operational in
character. The line of demarcation between these papers and adminis-
trative papers is mot clear eut., They do, however, reflect the
plans, actions and resulls of the collection effort and CE and PP
activities in addition to documenting the activities of individual
agents and/or projects. Their use in carrying out current oper-
ations is almost totally confined to the Western Hemisphere Divis-
ilon; there is only a minor degree of use of some of these papers

-by other divisions and staff offices,

26~
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Oroanization

The organization of the division consists of four operating branches
which correspond to various geographical areas in the Vestern Ilemisphere,
and an adninistration and logistics staff.

N Procedures

a. Agide from the mail room, there is no orgaonized records focility
in the division. The mail operation consists of two people with
facilities for handline "in and out" communications. The /bstract
File Jips congtitvte a log of incoming pouch documents. The
pouch manifest is used as a loe of oviroine documents. In addition,
there are maintained lors of "in end out" cables, Top Secret and
other classified material,

b. In the absence of formzl instructions and gidance, record keeping
practices do not follow a completely nniform pattern in the
variocus branches of the ¢ivision. The general procedires are
shown in charts on Pages 6=11 . Operutional case files (Fr,

FI, agents and/or projects), Field Reports files and l'isseminated
Reports files are maintained at the appropriate ares desk. Oper-
etional subjects files (policy metters, project reviews, country
plans, etc.g are usually meinteined by the Branch Chief's secre-
tary. Support records are mointained in the Administrative Office.

c¢. Records keeping and index preparation is an incidental function in
the division. It is jointly performed by the case officers,
gecretaries and clerlcal personnel as time permits.

Personnel .

The total authorigzed strength is 25X1
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SECTION III - FODINGS AWD RECOMYENDATIONS

POING WO, 1 - LOCATION OF RECORDS

The centraligation of all records, regardless of the practical meeds
of offices thal use them, has led to duplicate records kesping and incow-
plete files.

0o Duplicate Record Keepimg - The survey tean established an estle
mted records bolding in the WED of 26 linear feet of adwinigse
trative, operational, and veports files, %he Chief, RI, regertcd
that there w@s in his custody 153,82 linesr feet of the same
types of WHD recoxnds, .

be Incomplete Files - When copiles of the same papers are maintained
at more than ome location, there is created a competitive force
that demands exclusive possegsicn. These demands mey be legitl-
mate or manufactured, UWhatever the reason, iv resulis im incem-
plete files, Thero is submitted on Pages 31 through 35 tho descrip-
tive content of an administrative case file that was handed to the
survgy team by am empleyes in the RI file room as being typlcal
of such files waintained in RI, This file contains 99 letters of
trangmittal and 52 cover sheeto which constitutes over 50% of the
papers in the foldor, Yhe rexnining materiel appeivs o possess
cnly ecphemeral value, It ig so devold of infermation that no
reaganable action could be taken by ceasulting it. Page36 shous t
the contents of an operatiomal case file {agent or projcst) maine
tadned im WED, It alse shewg the incompleteness of thoe same file
in FI, <Yhese papers were mot actvally observed im RY, but the aobe
seace of vheir code is indication that the papors were not processed
by RI and therefore not maimtained in the central focility,
These two caseg clearly show the imcompletencss of some RY £iles,
To take actiom based uwpca complete background material, it would
be neccessary to consult division files,

On the other hand, there was no evidence of incompleteness in the
reportg files, %he WHD maintains a complete seb of their ficld
reporyg and disseminated reports. OGurrent methods and procedures
would preclude the withholding of this information frem RY files,

Conmen®

2o <Ths following gquotation was taken from the textbook "Recoxds Mane
agement and Filing Operations® by Margaret K, 0dcll, Rosearch
Analyst, Indexing and Filing Methods Systems Division of Renimglon
Pand, Tnc. and RBarl P, Stroag, Professor of Mamagement and Director,
Bugsinegs Management Serwice of the Collcge of Commerce and Business
Adminigtration of the University of Illinois:s ©To allay some of
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the confusion that generally accompanies an explamation and
description of centraliged and decentralized files, it should be
noted that originally decentralized riles wader departmental combrol
were ganerally usged, Later, centralized files becoms the accepted
plan, At present the twend is to decentralige files but to cemtral-
jze the control uwndor a records administrator amd not under depari-
ment managers, because of - '

1, The increased operating costs caused by witing for
delivery of wrecords from 2 cembral file location,

2o The maintenarce in the depariments of the most active
records or duplicate copiles of recerds semb to the
records department.

3. %he inability of inexperienced records administirators
and records depariment personnel o keep records im-
doxed and filed to meet the user’s needs and tho chang-
ing operating conditions.

Alert organizntions are repidly recognigzing the advantages of cen-
tralized control over decentralized fileg and are placipg all ret-
ords under a records administrator, This plan promises much for
the future,®

Operational Records - These papers are created im carrying out
operational activitiesg the creating division is the nrimary user
of the information contained im thermy and the divisiom, either by
physical possessicn or procedural :l,nstmctionsD controls amy ade-
ditional use of the papers., Operational records are maintained im
RY in sealed envelopes and cannot be used without the perwissilcn

of the creating divisicn, Limiting the handling of this scnsitive
category of records to the minimum number of people most adequately
meets security requirements,

Administrative Records = These papers are algo specific vo the
Divisiem creating them, They have l1ittle or ne valus to other
foreign divisions or staff offices,

Field and Disseminated Reports - The information contaimed in thesc
reports is used most extengively by the collecting divisioen, How=
ever, it ig also used extensively by other divisions and genler
staf? offices in Llandestine Services,

Recommendations 1, 2, 3 and ?-s

1,

That operatiomal records be maintained only in the divisiom file
station as proposed in;Recommendagion.Wo, 10 Page L7,
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"2, That adwministrative records be mainteined only in the divisien file
station as proposed in Recommendatiom Wo. 10, page /7,

3 "That copies of ficld and disseripation reports from all divisicas
: be maintained in the central DD/P file staticas

| - Lo That copies of field and dissemimation reperis for the creating
.} divigion be maintained in the divisiom filc statiem as preposed in
- Recommendation Wo, 10, page 47,

| To accept the above recormendations is simple acceptancte of a princie

1 ple of administrative efficiancy that provides for the mmintenance of reco

| ords at a locaticn that will provide maximmm ubilizatica awnd security, and

‘ 2 minimum of duplicebien, From the vievpoint of the users of inforaticm

| contained im FI decuments, such & sitwation already eidsts. To be absolmtely
certain of complete information ca operationzl and administrative sctivities,
division files must be consulted, Complete informmation contained im ficld

| and digseminated reports is available from RI files, The above recomendations,
i then, mevely recogmize that which already exists., %hoy climinate duplication

‘ that is of questionable valua,

~ & o o' U-° o ° 'a-i
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The contents, in numbored sequenco, of documents meintoined dn am
adninistrative £ile ccmmined by curvey teem,

1 = Crogs referones
o

2 o u|
3 < ) 7
b o o ]
5 o ® 2
6 - ] ]
7 = Transmittal
8 = Cover Sheet
= 9 = Transmitbal
10 = Transmittal
11 = Cover Shest
12 = Transmittal
13 - Seeond Copy of 12
1, - Memo = Station %o Station

[
U
0

An cmpty 8 x 10} menila envelops

16 = Govor Sheot

17 = Request for a handbook

18 - Second copy of 17

19 < Gover Sheet

20 = Transmittal

21l - Transmittal

22 = Trangmittal

23 = Transaittal

24, = Transmittel

25 = Cover Shest

26 = Copy of Memo - Station %o Station

27 = Covor Sheot

28 = Cover Sheoot with 8 x 10} panila folder conteining mevspaper clippings
29 = Cover Sheot

30 = Transmittal

31 = Seeond copy ef 30

32 = Copy of two line memo - Stobion to Station

36 = Copy of six lime memo - Stetion o Statiom

37 = Tranamitbal

38 < Transmittal

39 = Transmitbal

40 = Empty 8 x 10} manila folder

41 = Trangnittal
42 = Transmithal
43 = Transaittal
44 = Covor Sheet
45 < Transmittal
46 = Cover Sheet'
47 = Cover Sh8ef}
48 - Trengmittal
49 = Covor Sheet

& (\”éi"i s e
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50 = Transmitbal
31 = Second copy of 50
52 = Trensmittal
53 = Transmittal
54, « Copy of Memo - Stetion to Station
55 = Copy of One line memo - Stetion to Station
56 = Transmittal
57 - Empty 8 x 10} manila foldexr
58 = Cover Shegb
59 = Trensmitial
60 — Cover -Shest
61 = Transmitial
62 - Second copy of 61
63 = Cover Sheet
64, - Cover Sheot
65 - Trangmittal
66 - Tronsmittal
67 - Cover Sheel
68 - Transmittal
69 - Second copy of 68
70 = Copy of two line memos - Station to Statvion
71 = Copy of one line memo — Station to Stavion
72 = Transmitial
73 = Transmittal
T4 = Trepsaillal
75 = Copy of four line memo - Statlon to Stationm
76 = Transmittal
7?7 = Copy of memo = Statlom to Stationm
78 = Trangmittal
79 = Transmittal
80 = Transmittal
. 81 = Copy of memo = Statiom to Station
82 = Copy of request for info - Statiom to Statlon
. 83 = Govor Sheet
84, = Covor Sheot
85 = Transmibtital
86 — Sscond -copy of 85 4
87 = TransndFtodh
88 - TranmmiGtal
. 89 - Trangmittal
2 91 = Transmitial W . ilop
| 92 = Pransnittal '
| 93 = Sceond cdpy of 92 * - -
94, = Copy of memo - Station %o Sta{zion
95 = Cowvor Sheet
96 - Transmittal
97 = Tranemitial
98 -~ Cover Sheot

Yy N
N

NPNISN :'_.\<; .
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99 = Transm.ttal
100 < Cover Shect
101 = Cover Sheet
102 - Yrapgmitiald
103 = Sceend copy of 102
10k - Transmitial
. 105 = Copy of memo - Statiom to Statiem
: 105 = Copy of memo - Station o Statiom
' 107 = Fromsmivial
108 .- Copy of mexs - Rkatiom to Station
109 - Yranemiitial
110 = Copy of repoxd - Statiom to Station
103 -~ Copy of throe page report - Statlon to Station
12 - Trangmitial
113 - Copy of mero = Station bo Statimm
11l - Copy of memo - Station to Station
115 - Copy of mamp - Statiom to Statiom
116 - Copy of mawo - Station to Staticn
117 = Copy of mcao = Statiom to Statlon
118 - Fransmittal
119 = Yrensmittal
120 = Yransmittal
121 - Tty 8 % 10% manila envelope
122 = Copy of memo - Station to Station
123 - Cover Shoet
12 - Cover Sheet
125 - Transmittal
126 - Copy of Army Report
127 = Gepy of Awmgy Rspoxrd
128 - Copy of Avmy Ropord
129 = Gopy of Arny Rsport
130 = Copy of Army Repert
- 132 = Cepy of Awisy Rsport
132 - Copy of Awmy Repors
133 = Copy of Ay Roport
13h - Gopy of Amy Repord
135 - Copy of Arzy Report
136 - Copy of Amy Boport
137 = Cepy of Army Roport
138 - Copy of Army Roport
139 = Cover Shect
L0 - Transmittal
g = Cover Shoet
12 = Tranomiteal G o o P& ¢ &9
143 = Seceoad coﬁy%{? R 1
W) = Tremgemittal”
15 - Cover Shoet
16 - Fromsmitial
147 < Gover Shect
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1h8 - Trangmitital

1L9 = Gover Shezd

150 = FTransmittal

151 = Sccond copy of 1S

152 - Cover Sheod

153 = Pransmitial

15k  Cever Sheot

155 - Trangmitiald

156 - TS Cross Reforcmce

157 - Cover Sheet -

158 = Covexr Shect

159 = Trangmittal

160 - Cover Shest

161 - Bapby 8 x 104 manila folder

182 - Covor Sheet

163 - Fransmittal

16l - Second copy of 163

166 < Copy of memo - Station to Station
167 - Copy of memo - Station to Staticn
168 - Gopy of memo -~ Station Lo Statien
169 - Transmittal
170 = Copy of memo
170 - Transmitial
171 = Copy of memo - Station to Station
A7, = Copy of memo - Station te Station
172 - Copy of memo - Statiom to Stationm
173 = Transmittal

173 = Copy of mewo - Station to Station
17k = Yransmitial

175 - Bupty 8 x 10} envelepe

176 < Cepy of memo - Station to Station
177 = CGover Shact

178 = Cover Sheet

179 = Trangmitial

180 - Cover Shect

181 - Bupty foldor

182 = Cover Sheet

183 - Trangmittal

18L - Sccomd copy of 183

185 - Cover Shoet _

186 = Transmittald .

187 = Sccond .copy of 186

188 = Transmitoald

189 - Transmitial

190 - Copy of memo - Statien to Station
191 = Copy of memo - Station o Statiom
192 ~ Copy of memo - Station to Stationm
193 = Copy of memo - Station to Station
19k - Trangmittal

195 - Transmittal

0

Station to Station

0
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196 - Gopy of memo - Station te Station
197 - Transaittal

198 - Eupty 8 x 104 folder

199 - Cover Shesb

200 = Tronsmittal

201 = Corow Sheol

202 = Cover Shesad

203 - Transmitbal

204, = Sceond copy of 203
205 = Trenamiftal
206 = Copy of memo - Station to Station
207 = Transaitial ~
208 - Transmittal
209 = Trensmivial ‘ =
210 = Copy of memo = Station to Statiom
211 = Copy of memo — Statiom Lo Stebiom
213 - Gopy of memo - Stablon %o Station
214 - Copy of memo = Stoblon to Station
215 - Bmpty 8 % 10) foldew
216 = Copy of memo - Station to Stablom
217 = Covor Shect
218 = Copy of memo — Statiem %o Stabtiom
219 = Govor Sheah
220 < Transwitial
221 = Cover Sheod
222 -~ Tronswittal
223 - Second copy of 222
224, - Govor Sheot
225 - Empty folder
226 - Cover Shesd
227 - Tronsmibtal
223 - Transaitbol

- 229 = Cover Sheot
230 = Empty foldew
231 = Cover Sheeb

~. : 232 = Trangmittal
233 = Second of 233
234 = Copy of memo - Station to Stotion
235 = Copy of memo = Statlom to Station
236 - Copy of memo — Stetion to Statiom
237 - Copy of memo = Station to gtevion
238 < Tramemithal
239 < Tran&gdtial

240 < Trensaitial

241 = Traasmibtal

242 - Empty foldorp

243 = Cover Shevsbe © =

244, = Copy of memo - Station to Station
245 = Cowér Shset - '

246 = Copy &F memo — Station To Stationm

= 9 e
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FINDING NO. 2 - SUBJECT CLASSIFICATION OF REPORTS

Classification and Coding

|
|
\
@, The present system of classifying veports by imporscnal subjecth ‘
matter requires the assignment of a series of code numbers as
explained on pages 14 amd 15 , These coce numbers are in addition to
the report number which already apoeared on it vhen received im RT,
This corplex system prohibits operating officilals from making direct
reference to the information they most freguenily wemt - that is, |
data by perscnalities, ¥his subjective clasgification of reports,
therefore, seews to be useless to the operating personnel who need
thig information., Operating officials are interested in informaticm |
pertaining to persomalities appearing in field reports., Primary ‘
processing in RI pxovides that these reporis be grouped and filed inm
accordance with their impersonal subject matter content., This
processing and growping serves only to decrease the availability of
information needed by operations, Consequently, adminmistraters and
operating officials ara creating and maintaining Pprop” recowvds that
pernit them to carry oub their functiomal activities with an ever
lessening degree of dependence upon tha central zecords facility,
the Records Mmtegration Staff,

The follouwing facts are supporting evidence that such grouping
ard cede assignment is not necessary and does not meet the referenco
reguirenents of the operating officegs

1. An estimated 3,000 requests for documents from divisien amd
staff personnel rere studied by the survey team, Withoud
exception, each and every reguest was for information pertain-
ing to persemalities,

2, This statement appears inm an 0 & ¥ survey report dated 11
April 1952, ©At present, nost 0SO documents are filed im
folders by cemeral snbject and bound at the top with Acco
fasteners, Folders may be an inch or so thick and containm
an average of probably 50 documents each, This methsd of
filing was originally based on the expectation that reguests
would be received for subject files rather than for '
individual documents, This has not proved to be the case,®
(The survey team only generally agrees with this statement,
It is the observation of the team that requestors arc
interested in specific personalities appearing in a repord
which generally constitutes only a small segment of its )

3. WED Bramch Chiefs, Deputy Chiefs, and operaticas officers
questigned on their referance requirements, indicated that
° they vwere primarily concerned with informatiom on
’ fjergomﬂ;tie-go

=37
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bo Retarded Rafercace Scrvice

|

| 1, On 71 Januwary 1953 the BI £ile room kad in its possessich
wmfilled reguests for 2,99k documents from 120 custeomers,
The oldest of these requests was deted § Wovember 1952, The
Agsistant Chicef of the section indicated that there mas
nothing uwousual about the backleg,

|
2, The oreviously mentioned O & W reporc indiecated a2 backlog
of 2,000 wnfilled reguests for documents that would be climimnted
. with the procurckent of additicnal persomnel, which epparently
has not been corrected,
Co

3, BDuring the course of the survey of the WHD, operations officers
referred to the covstant frustration experienced im getting
decuments from RI file roomy tha need to go w ths Consolidatien
Section to reviey documznts that are being reproecessedy the nsed
to ge o the Scervice and Corregpoadcace Scction to roview
documents vhat ave withdrawn for the preparation of swmary
memorandag and the need o go to other area divisicas te review
documents that are em loanm.

L, fThere ig showm om Peges3famd 40 the results of three specific
scarches which illustrate the same frustraticn experienced im
£illing reguests for documenis,

Division Propo - The records inventory taken by the survey team,
indicates that an estimated 78 linear feet of prop records are lo=
E cated in the UED, Swmmary information pertzining te the persom-
s alities and organizaticns appearing in source documents is being
maintained on 3 x 5 or 5 x 8 cards, and in some cases, in loosc leaf
noteboolts, The information maintained in this fomn is constantly
used in carrying ocut cperations., To deprive the case officers of thig
valuable record would seriously affect their operations, Im fact,
if present recoxds keeping meiheds and procedures are combtinued im
effect, the volume of such records will have to be increased if a
reasonable degree of operating efficiency is to be naimbained,

-, Comment

Detailed name indices preparced on these vreporig refer directly to spece
ific nudbered decuments (field muwdber and dissemination mumber as well as BRI
code number), This Is a legical prccedure, It is just as legical to cone
clude that these series of reportsg cam be filed more easily cnd found more
eagily if maintained in a2 simple nuaerical seguence,

Recommendation Ho, 5

5. That the subject classification of field and dissemipated rcports be
discontipueds . Dastead, these reports should be arranged and £iled in
gimple nimerital seguenca according to thelr source code and mubar
or disseminated mumber, Retommendations 1, 2, 3 and b describe whero
such records shouvld be kepto

=38=
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Deteils Of Three Searches For Documents In The RI File Room
' (21 January, 1953)
1. A request from EE Division for 21 docu-ents re 1 personalitys:
8, 1 hour was consumed in the search,
b, 12 documents were produced by direct search,

¢, 1 referenced document could not be located —
no clue as to its location could be determined,

d. 4 documents were permanently withdrawn by the
creating division =- the customers would have to
call at that division to review the material,

e. 4 documents were on loan and therefore not avail-
able at this time,

2, A‘request from SE Division for 24 documents re 7 personalities:
8. 1 hour and 5 minutes was consumed in the search,

b, 7 documents wers located by direct search,

¢, 10 documents were on loan to RI/ for reprocess-
ing since 24 November 1952,

d. 1 referenced document could not be located ——
' no clue as to its location could be determined,

e, 2 documents had been withdrawn permanently by
the creating division —- the customer would have
to call at that division to review the material,

f. 4 documents were on loan and therefore not avail-
able at this time,

3. Request from EE Division for & documents re-1l psrsonality:
a, 28 minutes were consumed in the search,
b, 2 documents were located by direct search,
c. 2 gdocuments wege;pérmanently withdrawn by the

creating division — the customer would have to
call at that division to roview the material,

SECRET
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4. 1 document was charged to RI for additional . 25X1
processing since 3 December 1952. .

e. 3 documents were on loan and therefore not avail-
gble at this time, o

The file clerk indicated that there was nothing unusual about the
results of these searches.

SECRET
wpity I ;
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FIWDING NO, 3 - CORSOLIDATION DOES NOT ADEQUATELY MERT REFERENCE REQUIRE-
HENTS OF OPERATIONS

Present procedures for the processing of field reports provide for
their claggification by subject matter content, as describad im detail
on page 37 apd further discussed in Findimg No. 4 , page 44, A% some
later date, many of these sam2 reporits are reprocessed and grovped on &
personality basis, %his secondary processing (consolidaticn) involves the
removal of decument from subject Tiles to persomality files, It reguires

changing the cecde on each paper, replecing or modifying the two Abstract

File Slips held in the |end the changlig of all finding
aids., This procedurc 15 discussed im detail on page 20, It is also sheawm
in graphic form om page 1, ¥Yhis secondary processing partislly accemplishes
at the later date, that vhich was not accomplished initiclly in mecting

the reference roguirements of opexating officials,

Comaext

8. To meet the refercnce reguirements of operating officials, there is
invelved the collection of information on perscnalities and crgonis-
atigns on a continuing basis so that it can be produced prowmptly.

b, The index card maintained in the main CF index refers to information
on personalities contained in reports, The withdrawal ard searching
of basic decuments te obtain bits of information is timz comsuming
and directly affects the efficicncy of operational activities,

1, Yhe additdon of a simple subject line to the present index card
would result in a décided improvament in referente service,
Such addition would idemtify inforwation im a report amd
contribute to tailor-made searches,

2, A second alternative would be the addition om the subject lims
- of the index card, summiy or Pertineat information from tha
source docvaent, It ig wnderstcod that such infermation
would lessen the need for withdraral of soms bagic docwments
from the files which would result im further improvement
of reference servicae,

30 A third altermtive would be the addition of complete informo-
tion to the index cards, Considering that a large volu—e2
information in reports pertaining to persomalities consists
of single lines or brief paragraphs, this suggesticn deserves
serlous consideration, The file itself couvld be modified to
include foldors to house extensive collectiens of cards op
even to include specific paperg whem such pepers perdain only
to a simgle individuval, 7his alternative could be dewveloped
to such a degree that onmly rare searches would go beyond the
CE file to basic documents,

Security Informstie
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Co The latter altemative has thesa specific advantagess

1, It would provide the most effective and efficieat referenco
N sexvice. The collection of informatiom oa cards would PENIGe
sent complete information on a nersemality, Searches would bo
direct thereby relieving the necegsity of going o an in-
dex to determine the location of decuments, which is an indirect
method,

2, The cellection of information pertaining to personalities
would be accemplished on 2 current and contiffuing basis,
This procedure would preclude the necesgity of the con-
solidation of papers a% some later date,

3. The transposing of cowplete information from reports to
cards could be accomplighed by less experienced and lower
| crade personnel,

| L. The preparation of sumrary memorandz would be performed

1 more efficiently, A similar advantace would accrue to all
operational activities dependent wpon information contained
in field reports.,

used extensively throushout Clandestine Services. For this
reason, it appears appropriate to maintain the file at more
than one location, There is involved the problem of duplicating
card stock, Various methods were investigated, An 0ffice sise

0 ozalid machine and process appears most appropriate, The origi-
nal investment would be approximately {1200.00. However, con-
sidering original investment cost of card stock, operators time,
Cepreciation and other miscellaneous items, 5 x € cards can be
duplicated for approximately 13¢ each, This report was duplicated
by the ozalid process and except that the CE cards wouvld be on
heavier stock, they would appear in the same print and style as
this report,

5. Information collected and maintained on CE cards will be
d. Suggested process for duplicating CE cards.,

Recommendation No., 6

6, That the delayed consolidation of information and references on ner-

gonalities be discontinued, and the procedure proposed in Recom-
mendation ¥o. 7 be adopted,

=42
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Recommendation Wo, 7

7. That a CE information file be established for the collection of in-
formation on personalities, This information should be collected
and maintained in the following manner:

a2, A card should be prepared uwpon initial receipt of information
in the divisions and that subsequent cniries be addad on a
continving basis,

b, The cards should be prevared concurrently with the prepar-
ation of the disseminated, wpon receipt.

Co Duplicate sets of cards should be maintained 3 i

d. The process for duplication of CE card by the ozalid
method as cescribed on page 42 should be used.

Recommendation No., 8

8. That the CE information file rraduallr replace the present main Name
Index, In the interim period, reference would be rade to both the
newly established CE file and the main index, No new material would

- be added to the latter index. It would be permitted to “wither on
the vine¥,

43
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FINDING NO, 4 — OPERATIONAL AUD ADMI:'ISTRATIVE RECORDS ARE NOT MAINTAINED
UIIDER UNIFORM FILING SYSTEM

Operational and administrative records are bsing processed end meintained
under different methods and procedures in the WHD and RI, In addition, vari-
ances in methods were observed in the different branches within the WHD,

a, In RI, operational records are coded into the gixth category (oper—25x1
ational) in case files such as |
which are general subject files,

b, In the WHD, operational ease filem (papers specific to agents and/or ;
projects) are onsablished for each agent or project. In these |
dogsiers are maintained all papsrs that pertain ¢o the arent or
p‘f‘Oj@@ﬁo i

|

c. Also, in the WD, operational subject files are established for main-
taining papers that are not spacific to agents or projects and psr-
tain to the broadest aspects of operational activities. The follou-
Ing folder designations are representative of the manner in which
these napers ere maintained in the divisions project wmeviews, status
reports, quarterly reviews, strategic plans, country plens, training |
ourveys and studies, newslevters and memoranda to field statioms, »
defectors, transition plans, etc.

Comment,

&, Opsrational papers are created and maintained in all segments of !
Clandestine Services, They reprssent the most waluable documentary i
« Tecords observed by the survey team, These records contain the f
recorded expsrience of present administrators and operating officials i
in carrying out the functional ectivities of Foreign Intelligence, [
This experience cen be made avallable to future administrators only f
through the paper record, It is extremely important, therefore, ]
that these papers be maintained under standerd methods and procedures -
throughout Clandestine Sexrvices, Benefits will accrue to present,
as well as future administrators, through such gvandardization, %

b, Administrative papers are similarly created and maintained throughoud
Clandestine Services, and although they do not possess generally the
extreme values of operational papers, are sufficiently similar im
character to lend themselwes to standaxrdization of methods and pro-
cedures for their meintenance,

c. Théfe has been developed for general use throughout the CIA, a file |
manuél that appears to be applicable for processing and maintaining
Clandestine Services operational and administrative records, Tho
gystem described in the manual provides for the simple grouping of
records by their subject matter content, Its adoption to specific

' bt
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Areag can be accomplished in g wslatively shoxrt poricd of time with
a minimum of inconvenience to oparations, The trainimg of psrsonnel
in its uss cen bz accomplished in & masder of howrs.

Recormendation No. 9

9, That operational and administrative resords be mainteined in accord-
ance with the Agsnecy File Mamwal which is now in process for formal
concurrence, 1% hes been discussed with vepresentetives of the DD/P
‘the DD/I, the DD/A, the 0ffice of Commmnicetions and the Office of
Training,

NOTE: Operational papers portaining to egents and/or projects appear
i %o be arranged logically and appropriately in the WHD, They should
| continue to be maintained in this mannew,

.- SeonE
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FINDING NO, 5 - THERE IS NO OFFICIAL FILE STATION IN THE WESTERY HEMISPHERE
DIVISION

1
1
i
In the Westexrn Hemilsphere Diwvision, two employees are responsible for
the reeeipt and dispatch of division documents, Otherwise, there is no organ-
ized records facility (offisc2cl file station) im the division, Thers is, hou-
ever, an estimated 248 linear feet of records being maintained in the divisiono
|

Comment, . ~

1. It appears logical that the following functions could be performed -
effestively and efficiently by a division recoxds fasgility:
8, Classify, file and service all operational material created
and collected Ly the division.

b, Clagsify, file and service all admimistrative material
created and collscted by the division,

C. Maintain a file of gll division field and dissemination
TOpOTt 3,

d. Prepare and maintain a name index to these reports (the in-
dex should e in the form of information caxds = for the
details of this recommendation, ses the establishment of &
CE eaxd file),

e, Supply the eentral facility with copies of these CE cards
on & curront end continuing basis,

£, The weceipt and dispateh of all pouch and domestic communi=
cations and dosuments,

g, The operation of an internal messenger service that will pro-
vide prompt pick-up and delivery of all papers in the divi- ]
sion,

2. Based upon the work load of March 1953, shown on Page /48 it is esti-
mated that the following staff would be needed o operate the official
file statioms

|
i
Function No. of cmplovees ”
ﬂ

Supervision
Top Secret

Correspondence Preparation
I o w Indexing .
2 "File and Find -«
Receipt and Dispatch
Messenger Service P ”TT

|
Classification and Coding 1
|
E
1

511

W L e
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following factorss

a. Thet the personnel sugpested above for correspondence
preparation, Top Secret control, and classification and
: coding, be groured and trcined to periorm each of these
functions on an inter-cher~e basis. It 1s estimcted that
each of these jobg "ill provide only pert-tire employment
’ and thet this interchanre will prevent overe-gteffing and
- provide continrous service during leaves of absence, etC.s

|

\

|

‘ ° 1,
The pumbar and type of persomnel recommended is based upon ihe

b, That one of the indexing clerks will mechenilerlly duplicate
+he informotion cards to e provided the central facility;
ots and disgeminations will he £iled chrono-

c. Trat field repovt
% eir respective nrmberss

lo~ically ty

ot the Apency File anmual system be adopted fom clageily-
ing and codin- s blect matter docvmonts as described in
Tscomrendation Ho. 9, It would be the sane system developsd
for clossifying similar documents in Clandestine Services,
regurdless of locatlon; -

u
°

1 e. That the [ Jermployces now assigned to the digislop mail
roorm be assigned to the new fecility and thet T/0 slots
be trensferred frorn the Hecords Interration Stolls

flotes This staff and discussion is based vpon the assurption that
all division records will be meintained in the division facility, It
is quite possible that experience will prove thet cerbain case files
can be mointained more epnronrictely at the area desh. Vith such 2
development, the number of personnel needed in the divigion facility
7ill lessen,

Recommendation No, 10

. 10. That an officinl £ile station be established in the “HD to carry ous
- the Funcitions outlined on Page 46 This same recommendation apneers
to.be applicable to other foreign divisiong anc senior stefl officos.

- SEGRET
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Documents Handled By WHD Mail Room - March 1953

MOWTHLY DATLY
v OUT N OUT
Pouches, Field 1568 1972 e 90
] Cables 589 3L2 26 15

Headquarters, Intra-Agency 550# - 2% -

#Estimated by the survey team and employees of the mail room,

The information in this tabulation was taken from pouch manifests; cable
logs, TS logs and logs of material from State, FBI; etc.

L3

-

R 48
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FINDING NO. 6 = POUCHES OF FIELD DOCUMENTS ARE WOT DELIVERED PROMPTLY

The prompt delivery of documsnts to action desks is not now being accom-
plished, A check made in March 1953 revealed that documents received in the
'25X1  RI| |were delivered to the WHD mail room an average of four days
later, Factors contributing to this delay are:

a, The opening of pouches in the RX

b, Mall control procedures that require the preparstion of the |
Abstract File Slip (Fozm 35-31),

@ The pre-=classification of documents,
Comment
1, With few exceptions, pouch documents prepared at headquarters are
for the attention of the division's owm field statioms, Similarly,

pouch documents prepared im the field are for the attention of the 5
parent divisiom at headquarters,

>

2, The manifest that accompanies all pouches is a complete listing of

all documents contained therein, It is a record of material sent

and, when properly certified, is a record of material received, It

can also be used as a record of the distribution of incoming papers,

by having the recipient of pouch items initial or sign the manifest

opposite those items delivered to him, The signed manifest would be

maintained in the file station. - The use of the manifest im this

manner precludes the need for the preparation of the Abstract File

Slip (Form 35-31) for keeping track of the distribution of documents

and would remove emother source of delay, Two copies of the Ab-

stract File Slip are used currently to keep Urack of serial numbers

in the subject classificatiom of documents, WWith the acceptance of

the recommendation eliminating the subject classification of field

reports, there no longer exists the need for these two copies,
|
|

Hote: Mall control procedures normally accompanying the use of

multiple copy forms such as the Abstract File Slip, reguire that

action on incoming documents be accomplished in a specified pericd of !
time and that the incoming document and the subsequent action papers I
be returned to the files in the same specified period of time. The I
absence of such requirements indicates the lack of need for trus com— |
trol procedures,

3. Because it is difficult for analysts to forecast action to bs taken
on documents, it is gemerally conceded that pre—clessification is
accompanied with errors in classification; that because of these po-=
tential and real errors, there is necd for some follow—up after
action to determine the accuracy of the original decisiom., The

_— SECRET
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11 | performs this followeup. It is difficult to
determine the exuent or btheir totel effort involved in this activivy
because their primary function (consolidation of nepers on persone
alities aftor action) also involves charges in classification. IS
is difficult beccuse there is no basis for determining thot which
mas changed by desisn and that ~tich vas changed because of errorsg

. The acceptance of the findinzs ond recommendation for the estoblisb-

’ ment of & CE informotion file would preclude the nesd for consoli-
dation, Uith stch accentance, serious consideration should be miven
40 the possible elinmination of the Pfeoclassification of documents.
Mnnlvsts ean make wise decisions only after action hes been directed
or taken by administrators and overatine officials. Anc vhen eclassi-
?ication and coding is nerformed after action, there is no nsed for
follow-up and chenre in clossification, fetvally, there ig no nesd
0 clagsify vntil docrments are »eady for filing,

{2

Regommendation No, 11

11, Thet field pouches for the attention of the estern Hemlsphers Dive
ision be delivered to their file staetion unoponed and thait outgoing

pouches be prepared for dispatch in the same facility,

Recormr.endation No, 12

12, That in the absence of cn anperent need for trve mall conirol pro-
cedures, the pouch manifest be used in lieu of the abstract Tile Sip,
to record the internsl distribution of documents, Thisg function
shovld be performaed by the Area Division| | 25X1

. SEOAET
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FINDING NO, 7 -~ THE RECORDS OF THE OFFICE OF STRATEGIC SERVICES

The records of the predecessor asenecy, the 0ffice of Strategic Services,
are scattered throughout the CIA and are not completely identified and segre-
gated from other CIA records,

There is an estimated 5,000 linear focet of 0SS records now im the cus-
tody of the RI archives section located in the R & S Building, some of which
are being incorporated into current files, Various survey teams of the Rece
ords Memagement axnd Distribution Branch, General Services Office, have lo-
cated and identified 0SS records in several offices of the Agency, Still other
offices have transferred small accumulatioms to the Agency Records Center for
storage,

Comment

1, This finding is not totally the responsibility of the DD/P, as ths
0SS archives was originally set up %o maintain the records of those
offices that had been liguidated, Some offices were never ligui-
dated, consequently some records were never turned over to the
archival agency., The problem is Agency-wide in scope,

2, The Federal Records Act of 1950 and the Records Disposal Act of
1943, as amended 6 July 1945, is specific in the requirement that:
() "The head of each Pederal Agency shall cause %o bz made and
preserved records containing adequate and proper documentation of
the organization, functions, policies, decisioms, procedures and
essential transactions of the agency designed to furnish the infor-
mation necessary to protect the legal and financial richts of the
Government and of persons directly affected by the a~ency's activi-
ties.” and (b) “The head of each Federal Agency shall establish
such safeguards against the removal or loss of records as he shall
determine to be necessary and as may be reguired by regulations of
the Administrator,”

3. Because the records of the predecessor agency have properly and
legally come into the possession of the CIA, the moral and legal re-
sponsibility for the protection of these records becomes the re—
sponsibility of CIA. An archivel principle of long standing that
has naturally become a principle of records management requires that
the inteerity of a record series not be destroyed, Such integrity
involves the origsinal awanrement of the records which is an ex
pression of the planning and procedural requirements of the adminis—
trators of the agency, It is also an expression of the manner in
which records were collected, used and maintained, This principle
of archival management has been and continues to be violated through
the incorporation of 0SS records into curreat files,

=53
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4o Records are maintained cnd some are preserved because they havo
potential and real value to administrators and operating officials,
The recoxds of the 0SS are rightifully being made available to present
officials of the Agency so that these officials may take edvantage of
the expericnces and information gathered by the predecessor agency.
However, cvory lmown safeguard Shovld be takem to preserve the
record and the integrity of the recoxrd of the O0ffTice of Stretegic Sexvices,

Reccumendatioa Ho, 13

Tt is recommended that all 0SS Tecords be collected and moved to the
Agency’s Record Cemtexr, This action should be taken as prompily as
possible with one consideration for efficient utilization end manegement.

The following action would them be taken by the General Serviees 0ffice,

2. Prepare and issue an agency notice requesting all offices to
identify end inventory all 0SS records in their possession, From
these inventories will be prepered deteiled series deseriptiens,

b, Upon concurrence with appropriately interested officials, authority
will bs obtained from the National Avchives and Congress for the
destruction of those records that have, or will have bscome useless
after a specified number of years,

€. The remaining evidentiary records would be appropriately preserved
arong the agency'!s archives,

| L - SEORET
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FINDING NO, 8 — SUMMARY MEMORANDA PREPARATION

The preparation in RI of summary memoranda in reply to requests for
name check information is cumbersome and costly,

: Comnent
25X1 | lintelligence enalysts and[ ___ |typists in the |
25x1 | pre responsible for *he preparation of summary memoranda,

The specific steps that are involved in this process are as followss
1. Searching the Name Index to determine all references,

2, Withdraw the'refer@nced documents from the files and prepare in
draft form, the summery memoranda om the basis of svailable infor—
mation,

3. Submit this rough draft to the appropriate division for editine, which
may involve the exclusion of certain sensitive material or the in-
clusion of pertinent material available to the division that is not
available to RI persoanel,

4o Return to RI for preparation of finished memoranda,

The monthly activity report of the Records Integration Staff reveals that
en average of 295 memos are prepared each month, Cherging the[::]employees
previously mentioned and using an average of 22 vorking days per month, each
employee is producing a sinsle memo in approximately 3 working days. There arc
two reasons for this low productivity: (a) the difficulty in obtaining refer-
enced documents, and (b) the preparation of the draft memo prior to obtaining
the professional help and gwidence of division personnel,

With the -establishment of a file station in the division, it appears that
this function could be performed more effectively and efficiently if initiated
(for imstructional purposes) by the area desks and completely accomplished by
an eaployee in the Division file room, .

Recommendation No, 14

1. The survey team strongly feels that summary memoranda replies to
name check informationm should bs prepared wnder the general guidance
of the division case officers, The clerical unit involved im preparing
the reply should be performed by personnel assigned to the division
file station,

It is our wnderstanding that a staff office of DD/P new oxercises some
types of centraligzed comirol over the coordinetiom end 800l clearcnce of
name check requests, Such coordination control would be continued under the
proposed system,

~53=
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FINDING NO, 9 — MECHANICAL METHODS EXPEDITE FILE REFERENCES

Considerable time 10 required in making searches throush files which
are housed in several different physical locations in one or more buildings,

Comment,

Many government agencies and private businesses use warious mechanicsl
methods to expedite references to files vhich cannot be housed in such a
manner that they are available to all those who need them,

<

Recommendation No, 15

That the use of such methods as Telautograph, Teletype, or other
mechanical processes be investigated for edopiion in espediting references
between verious orsanizational vnits, Such mechanical methods must
provide for secure transmicsion of messages,

=54
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PIMDING KO, 10 < APPLICATION AND USE OF PWICHED CARD TFTHODS

¢ vas detorwined by percons in the Orssalzation ond liothods Servieo
vho made the cbeff study of the Roeordg Interrmatlon “6al?, 000, in Tirch 1952,
that punched caxd methods wewe apnilcable o the Crypic-Pooudo Combrol £1Lo,
Thio rovory indleated that “hese 1t ods would bo uged ag soon es policy due

terination hud hsen mado s o the foesibility of mer:ing the 080 and OPC by
Crypte=Peando £iles, waich at thai time vere naintolned sepnrately,

Comnant
Lo

The Crypto-Pssudo Tile, representings the combined 0S0 and OPC récords,
consists of approximetely 35,000 cords. FEssentinlly thers ore three Tiless

a. Dlue eawds indicating real nemes;
b, Uhite cards indicating elinses, pseudonyms or cryplonyms;

co Selmon cerds indicatine vhen true ldentity is not known o
Cryptic Reference Stafi,

This requires the typing of three separate cards and sorting them alphae
batlcally and inserting them in the eppropriate files, The use of the punched
card method would pernmit mechonicel reproduction of as many additional cards
as is necessary once the basic informobion hes bsen established in a single
card., Consequently, from a basic eard, additionzl cerds can be reproduced by
the punched card method at the rote of eporoximately 40,000 per day. This is
considerably faster that the time wequired to typs cords under the present
methed., In addition, once a eard hes been estatlisnhed, lists can be preparcd
in secordance vith eny desircd arransimont at o rate of epnromimately 60,000
iton per day. Thig, too, is considorably faster than typing,.

Recommondation No, 16

That arrangements be node to ecmvert the Crypto-Pegoudo £ile from the
present 3x5 cards to punched cards, The Generel Serviees Office will bo ~led
to assist in the development of this projecti.

The Crypto-Pgoude £ile should be maintained by tho DIP central file
station, ‘
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FINDING WO,

The Chief, Resords Inveoration Division, FI, is regpongible for over=cll
administration of the ND/P records manasenent pro-~vem, ag ontlimed in

Comeant

The stated objectives of the procvam for DD/P in the above referrcd to
regulation include the followings

1. Tdentification and proscrvation of regords Uith perpanend
2. Idontification of vital materials and their moveuent to the

3, Disposzl of non-record material,

L. Promotion and rscords utilizetion through the Improvement

5, Retirement of nonecurreni records.

6. Development ard application of microfilm techniques ond

7., Establighrent of a medium through thich Senlor waff and

The exbent to which this program has boea cerried out for DD/P seous
%o bo 1imdted %o tho RI Division., Parsgons ia-the WH Divisien with vhenm vo
digcussed this subiesd, did not seem to be senerally emmre of & reeoxds
managenent program and there tag no evidence of o spacific project clong
the lines indicated in the stated objectives excopt in rolationship o vitad

materials,

The primery efforts of the RI with respect %0 carzying oub a reeordg
manogenent progeam within the division appsar to be lergely in the vital
meterials area, An active vital mzteriols program is under wey and regular
deposits arc being mxde, A tabuletlon shouing the frequoncy and type of
deposits made for the DD/P area between 1 July 1952 and 30 June 1953 is
shown on pege 58. A roviev of this tebuletion indicates that 109Z resls of
microfilnm and 1,923 packages of documents bave bsen deposited, Discussion
with the Chief of RT indicates thnt they are nou meking efforts tc substitute
documents for microfilm where possible,

G b
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11 = RECORDS FAFAGETIT PROCRAN FOR DEPUTY DIRECTOR (PLAMS)

value,

Repository for sefe keeping

and stonderdization of f£iling processes, systems, squipment
and procedurcs. '

nrojects in relation to the vital documents program and
masgimum utilization of space.

Avea Division Records Officers may roceive advice and assliste
ance i{n matters relating to regords and thoir administration,
both in headquarters and £icld stations,
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The development of records ¢isposition schedules and disposel ligbs are
one of the wajor objectives of o records management program. As of this date,
the Chief, RI, indiccites that two such schedules and lists have besen prepered.
These cover a relatively small percentage of the total records holdings in the
DD/P area, Inventories of records are now being taken, however, in 2ll of the
area divisions and & substantial number of schedules and lists should resuli
in the near future from the activity in this phase of records npanagement.

The retirement of inactive reccrds from wvaluable o fice space to less
expensive Records Center space is cnother iluportont objective of eny records
monagement propram. The Agency Records Center has received only one request
to teke over inactive records. This was for a few rolls of film,

@<

Recommendation No, 17

17, It is recommended thatse

2. An getive records management prosram be egiablished for
the entire DD/P area to imelide the Tollowine major
activities:

js¥}

escords creation controls creating adegrate
egordg for decumentary purposes and proventing
\ the creation of unnecessary recordsy

1,

2]

S 2, Records maintenance controly establishing
i unifosm procedures and systems for mainteining
Y current and senl-current recoras;

{ * 3, Records disposition control; including retiree
(o mens, oreservation and digsposal of records.

b, & minimm steff of four anslysts, one GS=13 and three
£8=12, ba establigshed to carry out these functions. The
GS=13 annlyst would be the records administrator for
Clandestine Services and be responsible for the develop-
ment of standards for the creation, naintenance and
disposition of records. In additlon, this employee
would be responsible for cssuring thet the records progranm
of Clandestine Ssrvices conforms with thot of the Agency.

e e,

1—/:,': I )

by

Qe Rt

P

This staff veport directly to the Chief of Administration
for DD/?,

T
(2]
°

Rl W
ot eonod

s

2l
.'P.r

l‘ o L] ¥, g "
* | 'The suggested responsibilities for the Recowrds lanagement Svaff,
DPD/P, ate shown on peses 59 and 60,

5
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DD/P VITAL MATERTALS PROGRAM

Rate of Deposit = 1 July 1952 thru 30 June 1953

|
MONTH PACKAGES OF DOCUMENTS MICROFILM (REELS)
July, 1952 22 4 112
August 389 12
% September 6 104
October 203 | -
‘ Novenber LT | =
; December ) 109 132
\ January, 1953 90 , 26
‘ Fabruary 104 _
| March 116 76
April 138 169
Vay 126 231
June 173 232
1 1,923 1,09
|
-
[
.
|
|
| -
i
50K

Approved For Release 2006/04743"~CIASRDP70-00211R000900180001-1
~58-

Ty e e




Approved For Release 2006/04/13 : CIA@R]@F,,’%?—IPOM1R000900180001-1
ISZEEAN SIS

Al 2 U me2 o Tt
SRy nbermriton

SUGGESTED RESPONSIBILITIES OF THE DD/P RECCRDS MANAGEMENT STAFF

I. Records Creation

A.

Creation of necessary records to provide adequate documenta-
tion including thes

1. Designation of official record copies of correspondence

and documents. .

2. The control and limitation on the number of copies of
documents created.

Correspondence management, including instructions for
preparation and utilization of form letters, pattern
paragraphs, etc.

Forms management, including design of forms for maximum use
and adequacy of the form records; limitation of number of
forms and number of copies of forms. Determine at the time
a form is created, the ultimate disposition of the form
record. ‘

Reports management, including adequate reporting, elimination
of unessential copies of reports, elimination of obsolete

reports and unessential filing of reports.

II. Records Maintenance

A.

Determine proper organization of records to provide maximum
utilization and security, including the establishment of:

1. Centralized record facilities and/or
2. Decentralized record facilities.

Establish and maintain a uniform system for classifying and
filing records.

Develop standards and control the methods and procedures used
in processing and filing all records, either centralized or
decentralized.

Provide finding media to insure that efficient reference
service is available and furnished.

Maintain a airrent master inventory of accumulated records
of the office, including their types, locations and volume.

o
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Periodically survey and inspect records activities.

Establish control procedures forreceiving, recording and
routing incoming communications.

Establish cwntrol procedures for clearance and dispatch of
out going communications.

Provide for the identification and orderly deposit of
Vital Materials.

Control the use of filing equipment and supp%ieso

Records Disposition

A.

Provide for the storage, preservation, protection and
servicing of semi-active or inactive records.

Evaluate records for administrative, legal, research,
or other use.

Periodically survey records in order to remove inactive
ones and plan for their retirement or disposal.

Develop office records retention and disposal schedules.

Secure any necessary clearance of proposed disposal of
records.

Develop and submit, through the Records Management and
Distribution Branch, lists and schedules requesting
authority from the National Archives and Congress for the
disposal of records as they outlive their usefulness.

Develop and execute procedures for the disposal of records
in accordance with established practices and authority granted.

Insure the proper application of disposal authorit y.

Maintain adequate data to furnish information and reports on
records disposal.

Control the application of microphotography to reports.
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FINDING §O. 12 = USE OF PUNCHED CARD LIITNODS IF RI

Iforts have been made by RI to convert some of their existine manual
procewses to electrical accounting machine methods,

Somment,

Some time ago, the RI staff requested the Vachine Records Branch, General
Services Office, to furnish them with & record of all nemes in the Persomnel
Status punched eard file, established and maintained for the purpose of pre=
paring persomnel reports and stotistics for the Persomel Office, Thig file
congists of the names of applicants and employees of the Amency.

Since then, the lachine Records Branch has been furnishing RI ecch month,
e eard for all nmew applicents, new employees, and chences in employees® nomes,
This is done mechanically by uvsine the perzonnel status sard which "8 nre-
pared from personnel transactions as they occur,

The Information in the Fersonnel ftatus card consists of name, dote of
birth, a code to imdicate employee or applicant, and an indleation as to the
office assigned for new employees.

At lesst two divisions (EE and FE) and one staff office of FI have regueste
ed the assistance of the Ilachine Records Branch in determinins whether they can
develop a system for furnishing these divisions and offices with a system vhich

. would permit the establishment and mnintenance of certain data by punched card
method. These requests bave come directly from the offices concerned. They
indicate a need on the part of these offices to have such information available

to them for their everyday needs,

Eerlier findings and comments indicated the existence of so-called Wprop®
records in the WilD. These requests for assistance to develop a system by
punched card methods further substantiates the findinss, comments and recommenda-
tions made earlier in this report with respect to the needs of operating divisions.
g
Recommendotion No, 18

- IL is recommended, however, that continued eofforts bz made to sea if
punched card methods are applicable to any other records keepinf process in RI
or throughout the FI, This function should be performed by the Records llanage-
ment steff as suggested in Recommendation No, 18,

& * . P ’ 1‘
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FIFDING To, 13 = RECORDS ACCUMUL.TTON

The votal volume of records in DD/° s not kmown, An invent tozy iz peou
belnr made in the aren divisions, bv ™M/T pergomnol and when thei is coly oleted,
vhere shorld be an indieotion of the cu went vecords Folﬂtndso The amed nupe
ber of rotords in RI lilewise is not known, The Chisf, N7, reeenily stotced
thet as of DNesember 1952, RI had control over 190uu93.2 popers under $ha CIA

gystem, There follous o tabulotion showine the numbor of documeats £iled by
RT for the years 1950, 1951 and 1952,

Yoor umber of Documents

1950 211,688

1951 23,957

1952 50,862
Total 1,097,507

York report data are not avnilable to show the regords accumulated or
filed prior %o 1950, The above data, however, indicntes that there has bsen
o constant. increase in documents Tiled since 1850, A4 comparison of the nume
ber filed in 1952 with 1950 indicetes an increase of over 1607 in work load,

The number of documents filed in 1952 (568,862) required the equivalent
of 47 5=drower file cabinets. If these records were housed in inexpensive
letter-size steel cabinets, they woulld cost 3,430; if they vere filed in safe-
type cabinets, the sguipment would cogt $11,219, The total valve of all
filing equipment in RI, as of 6 July 1953, is shown bslows

o

Type Mamber  Estimnated Vnlue
Fivo-draver (lon-lock; non-scfe) 238 i 319974°ﬂ0
Four-Grawer Esaf@s) 195 L6, 548, 4
Card files (3%5) . 213 23,00£,00 OO
Total ‘101 527 45

Comment

_If the rete of srovth continueg on the bosis of 1952 omperiencs,
the investment im £ilin~ equipnezat et the end of ten years would bo aprroxie
mavely 200,000,

The tabulation on the folloving page shous the rabe of sroTih of tho
",

Tein Ipdex botwesn 1947 and 30 June 1853, The sverage robe of iamcrense hos

-

amounrved o approximately 00,000 itenms per veor. Tois index consists of -
¥ 9 p y

names of personalities and impersonsl things, and is recorded on 3x5 covds,
The above dota also indicotes the lerre and constant grouth of records in

RT,

63~
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Papers are the tools of administrotors end operating officicls., Soue
possess long time values and chould be mintained for a like period of tlms,
Others possess only transitory value and should be eliminated rather quickly
in acco~darce with their true volue., Finding o, 11 indleated that only
two rocords disposal schedules had been prepared o dete for a pelatively
small percentage of DD/T records.

In the ebsence of o well developed plan for the retirement of records
that are no longer nceded to corry out day to day ectivitlies, there is a
continued increass in space and equipnent needed to house the records and an
increase in the number of persomnel nezded to service the records. ith
such increases, the records become more vmmancgeable each yeer, Conseguently,
it 4s essential thet an active records monagement program be esteblished as
proposed in Pecommendation Moo, 17,
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_ BATE OF CROVTH OF IALY INDEX (RECORDS INTEGRATION)

FOR THE PIRIOD 1947 THRU 30 JUIE 1953

> Period Nunmber of Ttems
1947 550,000
e 1 Jan, 48 951,000
30 June 48 o 1,421,000
1 Jamn. 49 1,843,000
30 June 49 2,274,000
1 Jen, *50 2,706,000
30 June 50 2,892,000
1 Jan, 5% 3,323,000
30 June 51 3,818,000
1 Jan, 52 4,206,000
30 June 952 4,640,000
1 Jon. 153 5,200,000
30 June 53 __ 5,800,000
TOTAL 39,661,000
Note

This file contains names of personalitles andé names ofd
impersonal things, such as organizationss approximataly 955
of the file pewrtains to personalities.
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SICTION IV - TPL.INTITATION OF RECODIEDATICHS

Because this report is based solely upon the relationship of records

and records practices in the Records Integration (toff and the Testoern
Hemisphere Division, the impmlementntion of the racomnendations included in
it might appear to bs limited to this rclationship, It would be amiss, hou=
ever, not to speculate that there is o definite relationship betveen the
records and the use of the records created and maintained in Senior Stoff

. Offices and other Area Divicions. lore specific relationships mist certainly
exist between records mainteined in field stations and the porent Area Divisions
at headquarters., And except that record content is different or there exists
gome veriance in specific activities in other irea Nivisions, the findincs pewe
taining to the Testern Hemisphere Division should be applicable senerzlly to other
Lrea Divisions. The implementation, therefore, of any recomendotions contained
in this report should be accomplished only with due consider: tion for the Tecords
maintained in other Area Divisions, Seff Offices and field stations, Oaly with
such consideration will there evelve an effective and efficient records manage-
ment prosram in Clandestine S.rviees,

It is sugpested that the followving steps b2 taken to implemend the major
recormrendations in this renort:

1. The initigl gtep in this imnlementation would bs the establishment
25X1 of an in the Tjestern lsmisphere Division,

Following such estzblishment and gradual testine end installation of
techniques and methods recommended in this roport, there would evolve
standards for records practices that could bs applied generclily %0
all segments of Clandestine Ssrvices. In addition, this facility would
offer the initisl ground for the training of personnel, which experience
would be used for the establishment of similar facilities snd operations
in other Divisions and Staffs,

2. If the recommendetion Tor the establishment of an officiel records
facility in the llestorn Hemisphere Division is acceptable, such
accepvance would lead to the transfer of certein functions Yo the
Divisions and staffs thet are being performed cuwrrently by the

! Records Integration Staff, This transfer would result in cn immediote
reduction in the number of persomncl needed in RI, It eppears
logicael, then, that the facilities in the Divisions and Staff
Offices would be staffed by svrplus RI persormel, An estimate ef
the Divisiens and steff offices personnel regquirements is as folloms:
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Spcutiy worTale
Divisions - 25X1
Staff Offices - 25X1
3. With the esteblishment of fully steffed ' 25X1

in the Divisions end staff offices, the recucsd
eniyal Facllity would consist of the folloving functioms
aleng with an estimated muber of parsomnel to psrform thsse
Swmctiongs

. (&hproximawlzgemployees) 10 25X1
RAINTaIR wle central index facility, co ing ofs

(1) An alphabeticel index file of personalities end subject
matter on 5 x 8 inch cards, containing sumnavies of
Field Reports,

(2) A file of all Field Reports meintained in numerical
sequence by L£icld statiom,

(3) A& complete set of disseminated roports filed mwmericel ly
by dissenination mumbsr, and cross referenced to Field
Reports, (Jote:s Am.adnindstrative rogulation sheuld be
established that files mny not be rewoved fvoa this
facility in order that reference material is consteatly
availeble. )

| 25X1

b,

to distrimtes regulations end notices to ID/P activitieg,
Lo 251

C.
pick up and deliver mail between staff and division registries
(£11e station).
1
do |t@ e 25X

Torrl dueles Jn comvsction with the edrdnistraticn end comteol
of cedo desigrations im CLA, imclvding pesudonys, alieses,
eryptomys, oud sp3cilal indiecaters,
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Sgeurity Information

' The recapitvletion of the personncl regquirements for the staffing of
records facilities undexr the proposed reogranization is as followss

CRGANIZATION PERSONTEL
& =
P » Records Stall 25X1
£rea Divisiong
¢ Staff 0fTices

As a regult of the reorganization, the change in authorized stwenghbh
is eg followss

25X1
Pregent Autherized Stwength
Regemmendsd

Positions eliminsted

B 1 The[ _ bositions climinated is the estimated minirum savings that
would result frem the implemantation of recommendations contained in this
report, However, such savings are of secondary importance to the funcilonal
responsibilities of Foreign Intelligence, The accessibility of the recorded
experience and information collected by FI is of primery importance, 4
greatly improved referemce service that will facilitate operations is a tasik
that must be faced promptly by the administrators of the Foreign Intelligencs
Group, The recommendations in this report should contribute towerd that
improvement,
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It most be understood that no function of RI will be discontinmed as
of a specific date, Generally, present records eccumilations must bs saln-
tained amd serviced im accordance with present procedurss and motheds, Hew
records accumilations will be arranged and sexrviced in ascovdence with ths

? nely developed .systems., The reassigmment of perscmmel, and the instell-
u ation of new procedures will be gredwally acccamplished and In such a rampew
i that vill not intexfere with operations,
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! Total Required
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4 The qualified perscmmel of the Records Manegewsni end Distrilbutica
Branch, General Services Office, will be made available to assist in cerzy-
ing out any acceptable roecomzsndations,
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